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Fovaword

This Guide has been prepaxeld to esspist in establishing
vniform £iling eand dispeosition standerds for all CB Bupport Stafl
recoxds in the IDP Ares at Hesdguarteva. Adoption of these standards
will increase the administrstive usefulness of records, expedite
tholir disposition when no longsr needed, and simplify the training
of £ils custodians.

It is the responsibility of Chiefs of Support Staffs to designate
2 qualified individual as Staff Recoxds Officer who ehsll establlsh
and monitor the filing and disposition standards of this Guide.

(B1gned)

Approved For Relea 43T NERAEIVE | x-ABFFHIAB0UBR 0#¥550010001-1



STAT

Approved For ReledSt BU5378¥54V5c m REEH45086%R666%00010001-1

Introduation
Cenaral

Mot of the records created and meintaived by €8 Support Staffs atb
Hendquarters relate 4o the functions of personne) admindstration,
loglsties, security, financial accounting, end budest preparation.
Buch, records are common to all Fedaral Agsncies end their dis-
position is governed by Gensral Recdrds Schefules aprroved by
Congress and issued by Genural Services Administwration. Tho racozde
malntainsd by the €8 Support Staffs have no permensnt rebtenbtion
value; and ave schedulad for destruction sfter their adminigtretive
usafulness has expired. Tie Headquarters Officss of Support elements
are the official cffice of record for €3 Bupport Staff activitiss.
They maintein adequate documentation of the organization, functioms,
Policies, and essential transactions of the €8 SBupport Siaffs. Any
question regarding the location of en office of recoxd ghould be
mmmcnwmmmmmfmmmm
Recwﬂsmear

Bubject Filing
mmasamuﬁmgmmwamubmeﬂmmm

I b

Caneral m::lﬁm Schedules

‘Covarage. mmmmmmm
ammmmwanmmwmmym
filed organtsationally in the S8taff. It is not the intent of these
schedulss to require the msintensnce of gll reccyds dsscribed. The
numbar of different filss in a Btaff will vary with the size snd
functions of the Ares Divis ion or Senior Staffs to vhich support is
rendored. Any files not deccribed in the achedule ehould be reportsi
tothaswmmmermmlmmmmm

2. ¥ile Bresk ox Cut-~Off. Ammﬂseonbrolacheﬁﬂaeanmtbe
applied effectively unless files exe cub-0ff at etated periods of
tims. This schedule recommsnds anmiual breaking of files. Experience
indicates that the cut-off technique is more effective and less time
consuming than reliance on pericdic sersening. The cut-off practice
mmmmfmmbawmitlmwmmwmmmt
meadmounbetamﬁ.in&mﬂbouk STAT
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FILIEG GUIDE FOR CS SUPPOR?
SUBJECT FILES
| | STAT

The following is a list of primery subjects in this Guide.
appear cn center guides in the file drawer

STAT unless a Station or Area arrangement is desired.
ALLOWARCES MEDICAL
AUTOMATTON PERSORREL
BUDGKET & FISCAL PROGRAMS
COMMIPNICATIONS REGUIATORY ISSUARCES
CGEHERAL ADRMINISTRATION SECURITY
LYAISON ’ TRAINIEG
LOGISTICS TRAVEL
3
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ALLOWANCES
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1 Clothing Allowences

2 ERepresentation Allowances
3 Special Allowances

L Standardized Allowances
AUTOMATION

1 Office Machines (General)

2 Work Methods

E Source Dats Avtomtion
Computers

BUDGET AND FISCAL (ACCOUNPING)

1  Accounting {Genrsral)
1l-1 Delinguent Accounts
1-2 Imprest Funds
1-3 Settlement of Accoumis
1-h Shortages and Losses
1-9 Trust Accounts
1-6 Custody and Comtrol of Funds
2 Awthorizations (General)
2-1 Approving Officers
2-2 Certifying Officers
Budgets

Caching
Currency Conversions
Fisecal Annexes
Payrolls

Advances

Avdit (General)
9-1. Audit Procedures
9-2 Auwdit Reports

COMSURICATIONS

1 Cable Policies and Procedures
2 Correspondence and Pouch Procedures
3 Facilities

GENWERAL ADMINISTRATION

Delegation of Authority
Inspections

Legnl Matters

Heetings and Conferences
Organization and Functions
Records Management

\G Q0= N B

OV 70 1D

L
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LIAISCRY
i Military Services
2 Civilian Agemoies

10GISTICS

1 Motor Vehicles

2 Printing end Reproduction

3 Procuremsnt and Reguisitioning

L  Property Acccuntebility

.1l Consolidated MR's

4-2 Damage and lo=s

5 Real Estate '

-1 Furniture, Furnishings, Supplies
Overrzees

5«2 Housing

5«3 Uiilities Services

MEDICAL

L Madica) Emsrgencies

2 Ovazsoas Mefical Benefits and Facilities
3 Physical Starndards and Evalustions

1 Praventive Medicine

5 Best and Rehabilitation

FERSONNET,

1  Fosition, Salary, and Wage Administretion (General)
Celling

1-2 Hours of work
1:3 icave
Cvaxrtins

1-6 g-yim Analyeis
2  Fersonnel Operations (General)
FPlanning

Carver
2-2 Consultantcs
2-3 Contract Persounsl
2 Fitness Reporrts
2«5 Military Parsonnod.
2.6 Promotion
2.7 Reassignmant
2-8 Recrultment

I 2108 TR kBB B8 005R000200010001-1

e



mnwangs » TIFTERNAL USE
Approved For Release 2 02/01:35(26 : CIA-RDP7%‘§005R000200010001-1
PROGRAMB
i Administrative Fleng
8 Plemning System

2

3 Operationsl Frograms

k  Project Preparetion end Approval
REGULATCRY IRSUANCES

Agancy

cs

Pivisicn end Staff

1
2
3

STAT

STAT

] O\ i I e
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SUBJECT INDEK

oefies

STAT

Agdit Reports . BODGET & FIBCAL 0-2
Suthovizations (General) BUDGET & FISCAL 2
Automstion AUTCHATION

Avords PERBOMNET, 3«1

STAT

5 - INEERNOL USE OHLY
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Subject

Credit Union
Currency Conversions
Custody and Control of Funds

Damngs, Property
Delegation of Authority
Deliquent Accounts
Division Iesuances

Emergency, Medical
Emeygency Plans
Employec Emergencies
Enrollment and Seched
Evalmtions, Medical
Exteroal Training

Facllities, Communications
Facilities, Oversaas Medical
Fiscal Annexes

Fitness Reports

FMunds, Custody, and Control
Funds, Imprest

Furn

Furniture

General Administration

Hours of Work
~Housing

Imprest Funds
Inspections
Insurance

Intermal Preining

ADMINISTRATIVE - IRTERNAL USE OHNLY ‘
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{continued)

8

File Desigoation

PERSONEEL 3-3
BUDGET & FISCAL 5
BUDGE? & FISCAL 1-6

LOGISTICS 4-2

GERERAL ATMINISTRATIOR 1
BUIGET & FISCAL 1-1
REGULATORY ISSUANCES 3

MEDICAL 1
SBCURITY h-1
PERSOMMEY, 3-4

MEDICAL 3
TRAINING 2

COMMURICATIONS 3
MEDICAL 2

BUDGET & FISCAL 6
PERSONNEL 2-h
BUDGEY & FISCAL 1-6
BUDGET & FISCAL 1-2
LOGISTICS 5-1
LOGISTICS 5-1

GERERAL ADMINISTRATION

PERSONNEL 1-2
LOGISTICS 5-2

BUDGE? & FISCAL 1-2

Approved For RainrarSR0aeH2e.: SiiuRRAY {pRECGARP00200010001-1



ATMINISTRATIVE -~ INTERNAL USE ORLY
. Subject Approved For Release 2002/08/26 : CIA-RDP74-0009§520%82&g%g&;l

8 A
Teave

Loss, Property

Marringe

Medicsl

Vedical Emergencies
Meetings and Conferences
Memorandum Receipts
Hilitary Personnel
Military Bervices, lLiaison
Modes, Travel ‘

Off'ice Machines
Operetional

tion and Functions
Cutside Activities

Overseas Medical Benefits and Facllities
Overtime

~P-

Per Diem

Persomnnel

Persomnel Operations {General)
Persomnel Security

Persoamnel Services

Fhysical Security

Fhysical Standards and Bvaluations
Position Amalysis

Position, Salary, and W

Mministmtion.?eﬂenml)
Pouch Procedures

Preventive Nodicine
Printing
Procurement

Project Preparation and Approval
on
Promotion

Property Accountability
Protection of Classified Material

9

SECURITY 2-3
MEDICAL
MEDICAL 1

GERERAL AIMINISTRATION 4
LOGISTICS L-1
PERSONEEL 2-5

TRAVEL &
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Bubject  Approved For Release 2002/08/26 : CIA-RDP74-00085R0 Maalot0oin 1

fle
Real Estate : 1OGISTICS 5
Reassigmment PERSOMNEL 2-T7
‘Records Management GEMERAL ADMINISTRATION 6
Recruitment PERSONNEL 2-8
Regulatory Issuances REGUIATORY ISSUANCES
Reproduction LOGISTICS 2
Representation Allovmances ALLOWARCES 2
Reguisitioning LOGISTICS 3
Rest and Rebabilitetion MEDYCAL %
Retirement PERSOMNEL 2-9
' G
Safety SECURTFY 4-3
Salary Advances BUDGET & FISCAL 8
Salaxry Administration PERSONNEYL 1
Security SECURTYY
Security in Office Routine SECURITY
Security Support - SECURTTY
Security Violations SECURITY 3-3
Separation PERSONNEL 2-10
Settlegent of Accounts BUDGET & FISCAL 1-3
Shipment end Storege of Effects TRAVEL 6
shorteges and Losses BUDGEY & PISCAL 1-%
Source Mata Automation AUTQMATION 3
Slpecira.%3 Allowances ALLOWANCES 3
Staff Issuances REQULATONY ISSUARCES
Standardized Allowances ALLOWAMCES &L 3
Supplies HOUSING 5-1
P
Tax iatters PERSOMNEL 3-6
Training FRATHTIG
Travel PRAVEL
Travel Orders TRAVEL 7
Trust Accounts BUDGEY & FISCAL 1-§
-0~
Unlisted Telephonas SECURTTY L4
Usilities 1OGISPICS 5-3
-v-
Vehicles IOGISTICS 1
H-
Work Hethods AUTONAYTOR 2
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OENERAL DXSPOSTTION SCHEDIIES WITH FILIEG GUIIES

The following table of contents iz arranged dy the function and
category of files and the schedule item mmbder.

I GENERAL ATMINISTRAYIVE FILES - - = = = = = = = = = = = Pg. 12

1. Swpport Staff Subject File
2. Btation Subject File

3. Regulstory Isswances

k. Chrono Miles

5. Mail Control Records

6. Cryptic Reference Files

7: Reference Publicetions
8. Working Files

II PERSOMMEL = -~ = = = = = = = = ~eecececace~- Pg Lk

Persomal
5. T/0 Files
I SBOMRIYY « - = ~ === === =wamemocen-=««Pg 16

1. Subject Mles
2. Clearance Flles
3« Cover Files

IV BUDGRP AMD FISCAL - - = = = = =« = = = = = = = = = = Pg. 16

1. Bubject Flles

2. Budget Files

E. Allotment Files
+ Ohbligation Files

5. General Ledger Runs
- Payrolls

>« Btation Accounting
9. Imprest Fund

10. Overtime Files

1l. BEmployee Accountings

V IO0ISTICS « = = = = = = = S e e cecemenn~a~ Pg 19

1. Subject Files
2. Memoranium Receipts
2- Requisitions
» %Table of Vehicular Allowance {TVA)
5. Property Cards

b W §
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e Beseription of Files of Mling Disposition

X. General Adminictrative and
efoprence )

1. Suppori Staff Subject Files

These files ordivarily consist of By subject (In Break files anmunlly
zorrespondence, memos, reports, dis- sccordance with hold 2 years, then
patches, and cables relating to the Filing Guide) destroy.
overall administyation of Division
or Staff support responsibilities.
Contents of the file relate largely
" %o the implementation of established
policy and procedure. The subject
matter of the files wvaries but re-~
lates commonly to budget, fiscal,
logistice, security, yersomnel, amd
training functions.

2., Station Subject Files gcmmtg rilesz

These files contain correspondence, By country and/or Break f£iles anmually
reports, end coples of cables and station and svbject. hold 2 years, then
dispatches relating to the admini- {In accordence with  destroy.

stration of Support functions for Filing Guide)

stations and projects.
3. Reguiatory Issuances

Copies of Agency regulations, By subject and/or Destroy when super-
notices, HEandbooks, and othoxr nuber. seded or no longer
intermal or extermal issuances. . neaded for
reference.
h. Chrono Files

These files consist of extra copies
of in and out cadbles and dispstches

-~ {Administrative S and P), and coples

of outgoing correspondence. Such

files are mintained for couvenlence

of velerence.

8. (ables and Dispatches Chronologically Maintain 6 months
level; destroy
earliest month upon
£1iling latest month.

b. Correspondence Chronologically Destray after 2

years.

12

-
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5.

7.

8.
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Mail Control Records

a. T8 logs Fumerically by Disposal nct
TS mmber. authorized by this

schedule.

©. Secret and below logs By type and Bresk file amnully|
chronologically hold 1 year and
thereunder. destray.

¢. Abstract Slips By source and/or Same as b above.
chronologically. ,

Cryptic mence Files

-Files consist of cross referenced

caxrds maintained to record psusdonyms
cryptonyms, aliages, and othex ’
indieators of interest.

Reference Publiecation Files

Consists of books; publications of
CIA, other govermment agencies or
private organizations; catalogs,
reriodicals, maps, and similar
mterial maintained for reference
burposes.

Working Files

Usumlly consists of documents and
folders from various sources as well
as rough notes, drafts, forms, etc.,
accumulated and mintained -
separate from any file system until a
specific job has been completed. The
collection my also include folders and
documents temporari charged

£ile system, ot oL of a

13

Maintained for
convenience of user.

Maintain for

convenience of usepy.

Upon separation,
termimtion ox
transfer place cards
in inactive file;
hold 1 year and
desbmo

Deatroy when super-
seded, obsolets, or
no longer needed
for merﬂnce,
except for library
material on loan
vhich will be
returned.

Upon completion of
a specific job,
return any loaned
d;i.cments to Lile
a destroy o=
maining papers.

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200010001-1
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Includaed in the f£iles are copies of
directives and procsdural instructions

cables and dispatches. This material
relates to such subjects as T/0's;
position descriptions; Assignments;

a. Steff amployees and staff egsuts Alphabetically Upon separation
individual personnel folders ; forwexd f£ile to
by the Fercomnel Officer for ermployees Becords and Services
of the Area Divisions. Filed here are Division, Office of
coplas of papers docummnting all Personnel, for
perscamel actions affecting the scaxeening. Upon
individual. Also present are copdes of transfer screan and
fitnees reports, correspordence, cebles forwrd to gaining
and dispatches pertaining to assignments office.

training, processing, and travel of the

smployes.

of the contract along with copies of ,
instructions, reports, mspm, , _ :
dispatches, and cables pertaining to :
m«mmammwwmmm :

(l)ﬂy.yaAfW Upon termination

“Th -
ATMINISTRARIVE - INTERNAL USE ONLY
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{2) A1l others

Personnel, ¥iles
a. Bnployss Recoxds Cards By organization and
(Porm OF 4b) grade thareundsr.

A card is maintaingd for each
agployes. XNotatlions of all
persomel actions and completed
training axe posted on this form.

b. Position InxFantory Files. By arganization and
Theps £iles are oxrdinsrily grads thereundsr.
mainteined on 8¢ 74 along with

GF kb gbove. They provide a

current record of authoriged

and establighed positions, both

filled and vecant.

c. Locator Cards. . Alghebetically

° These gare IBM Cards furnished by

0ffice of Persomnel for each

4,

- office addresses and rhone purbars.

Parsoual Papers Alyhabetically by
Consists of personal yapers held in nams of exgployss.
storage for individusls who have
gone overseas. These papers are

~ the personal propexty of the

individual and no official CS documenis
are naintained in these filas.

15~

Upon termination,
screen out and

dastroy Guplicate
material. Flace

office. Dastroy on
separation or
termination.

Dastroy on can-
colletion of position.

Return caxd to

Machine Reoords Div.,
Offico of Comptrollier
as instructed thexrcon.

Return to individual
upon return from
ovarseas. These files
my also be stored at
the Recoxds Centexr
and recalled individe
wally a8 smployeas
return.

Approved For Relm CIWO% 000200010001-1



D

2.

3.

1.
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T/0 Fiiss

Conslsts of yveconds relating to
the staffing pattarn such a3 coples
of monthly T/0 mme/om
authorizations; mexning Ssbles,
mnnsbinyormabymﬁe
and date of grede.

type of clearence.

By subject

By subject (in
accordance with

Filing Guide)

Alphabetically

Consists of cards or other forms Alghabetically

bearing nams of indivifdual, kind
of cover and date of cover.

BUDGED AND FISCAL
Fiscal Bubiect Files

A general file of correspondence,
reports, memoe, coples of

By subject.

acoordance with

Filing Guide)

of the fiscal support functions at head~-

auarters and in the field as well as
thoss of the Bramch.

Ordinarily, correspondence with other
hacdguarters

componente is £1led here.

Dastroy vhsn super-
saded oxr obgalete.

Destxroy after
geparation.

for or separation

Approved For Release 2002/08/26 : CrAfRDP74-00005R000200010001-1
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These files ordinarily include - By subject Break files annually;
ecopies of instructions, narretive © fiseal year. hold for 3 fiscal years,
and statistical statements or then destroy.

requivements, copies of operational
programs, prelimimary estimates,
office estimtes, coples of budget
presentations and related work
papers. These are files that
accumilate dwring the procesa of
preparing Staff and Division

budget presentations for the

Budget Division, Office of the
Comptroller. .

3. Allotment Flles

a. Copies of advices f£or head- By fiscal year and Breek files amnually;

quarters and the field. : allotment account hold for 3 fiscal
thereunder. years, then destroy.

b. "Blue Chip" copies of advices. By fiscal year. Same as above.

¢. Allotment control ledgers By fisecal year and Deatray 10 years '

showing obligations, expenditures, countxry and/or after close of fiseal

and status of allotments. station thereunder. year involved. Break

files anmmlly; hold
for 2 years, than
transfer to Records

Center.

d. BStatus of Allotments. These By fiscal year Break files anmumlly;
reports are prepeared monthly and and monthly hold for 3 fiscal
forvarded to Fimance Division. thereunder. Years, then destroy.
Copies are distributed to Branches -
and the field.

b. Obligation Files
a. Consists of coples of By fiscal year and Break files annuvally;
obligation documents such as allotment nusber hold for 3 fiscal
requisitions, travel orders, thereunder. years, them destroy.
requests for payments and adwances

and relsted vouchers and support
documents used in accoumting formg

expenditures.
b. Other ecopies of obligation Conform to office Destrey when no
:oem;ug:d such as reﬁ:;ltims and prectice. longer needed for
TAVe ers minta solsly for
v i 1y reference.
17
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5. General Led égmd For Release 2002/08/26 : CIA-RDP74-00005R000200010001-1

These are monthly IBM runs By Fiscal year. Break files anmuwmlly;
furnished by the 0ffice of the hold for 3 fiscal
Comptroller showing expenditures, years, then destroy.

property issues, and cost listings.
Used in reconciliastion of accounts.

6. Payrolls
These are copies of IBM runs By fiscal ycar and Destroy at the end
furnished each pay periocd by the allotwent muber and of fiscal year.
Office of the Comptroller. pay period thereunder.

T- FProject Accounting Files
Contains coples of project By allotment account Place terminated
authorizations and correspondence, nunibex. projects in inmeciive
dispatckes, cables, and related

file; hold 1 year
papers pertaining to the adnmini- and destroy.
stration of project funds.

8. Station Accountings

These are monthly accounting By fiscal year and Break files annuslly;
receivad from the field in thereunder by country hold 3 fiscal years,
duplicate. Originals are and/or station. then destyoy.

forvarded to Ploance Division.
9. Imprest Pund Files

Consists of copiles of monthly By month. Desiray after avdit
accounting mede to Fimance

and clearance.
Divigion and letters of ingiruc-

tions authorizing expenditures
of funds.

10. Cverbime Files

Conkains requests for overtime By fiseal year Break files annually;

and reports of overtime worked. pay . hold 1 fiscal 3981‘1?'
then destroy.

11l. Esmployes Accountings Files

These files are maintained o -_Byﬁaealyearand Destrqy vhen

record requests for advances, alphabetically longer neededn;or

paymsat of allowances, accountings, thereunder. reference. Do not

travel orders and other financiel retain after ceparation

transactions affecting individuals. termination, or trensfer.

18
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on cards or in folders containing

extra copies of chligation documents

and cover Staff employees, Steff

ageuts, and contract employees.

V. LOGISTICS

1. Iogietics Subject Files
A general file of correspondence, By subject (In Break files anmwlly;
reports, copies of cables and dis- accovdance with hold 2 years, then
patches, copies of imstructions and PFiling Guide) destroy.

internal issuances relating to admini-
stration of loglstics support functions
at headquarters and in the field es
well as those of the Section.
Ordinarily, correspondence with Branches
and other heedguarters components is

£iled here.

2. Memorandum Recelpt Files
a. 8Signed copies of Mupovanfum Alphsbetically by Destroy after turn
recelpts for non-expendable name. in of property.
property.
b. Copies of Consolidated Alphebstically by Dest vhsn super-
Memorandum Recelpt Listings station. eseé.::;7 e
{1884) furnished by Office
of Logisties.

3. Requisition Flles

25X1A2D1
. a. [ |Requisitions Humerically by Break files aonually;

Consists of copies of field station allotmend hold 2 years, then
reguisitions and shipping documents mumber. destroy.
furnished by the Office of Logistics.
b. Headgquarters Regquisitions Fumerically by Break files anmmlly
Copies of requisitions prepared requisition munber. hold 2 years, then g
bﬁd ﬂ}r; ﬁ"m“ for headquarters destroy.
a8 ell.

s, TFable of Vehicle Allowance {2VA) Files

Contains table of vehicular allow- By country and/or Destroy when super-
ence for stations and projects. station and Ject seded cancelled
Included ave coples of Justifi- therounder. o )
cations and authorizations. )

19
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5. Property Card File

These caxds are used to control Alpbabetically by Destyoy card with
issue and stock levels of non- name of equipment. zero balances after
expendable items. Shows to whom coafirmetion of CMR
item is charged and whers the (Consolidated Mamo-
balance on hand.

randun Receipt) rvepors.

20
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A CHECK LIST FOR CQNMVERTIEG YOUR FILES
T A
SUBJECT MRERIC FILING SYSTEM

Your f£iles remnin oxderly and useable during this entirs conversion.
fhese One usually can be accomplished in an hour with an sverage Office’s
£llsg.

Fhase Two ¢an be done in speare mements on a few folders at e tiwe without
interrupting the Office use of the filss.

PHASE (B--~SEPARATING

1. Examina the folder lsbels uged for your flles.

2. Make a note of those eubjects that are used in your £iles and are
algo listed as Primary Subjects on page 3 in the Guide.

3. Make up & file guide card (csniter position) for each Primaxry Subject

used.

4. Arrangs these gnide cards alphsbetically in an empby drawer.

2. Prapare (o separate current sctive £iles from ponecurrent inactive
files. (Inms&easesmmbfﬂnsmthoaefwmmym.)

6. Take one folder at a tims and note its contents in gemeral. Is
1% active?

7. Flace sach current active foldew, A8 I8, behind the gids card that
best illentifies its contente. (Don™ worry jush now aboud
a few inactive pepors that are stlll in soums of these folders.)

8. Bach folder of non-current records remains, AS IB, in the old file.
(Have a card on hand o mark your place iv the drawer during
interruptions. )

9. Polder by folder, work your way through your entire file.

{You now have an Active and an Iractive File. The Active File Polders
are in related groups behind new guide cards. The Inactive File
remains as is, unchanges ard available, but it eould be put out of
your Wy into a lower, lese used, f£ile drawer until retired to the

" Recoxrds Center cr dastroyed.)

FHASE THO==~REFTNING

You will find your nsw sopareted files ere more efficient, however, they
can be even bethar. Your next step is to make new folders and refine
your files.

1. First you mst decide the secondary breakiowns your folders will nesd.

2. Take one Frimary Subject at a time. Read the secondary breskiowns
listed fop it in the Filing Guide. Make a 1list of those you will peed.
{For examplo: Bohind the gnids lebeled PERSGHNEL you probably have
ssveral foldera. It will be assier to £ind records if esch falder is
given its sscondery classification, e.g., PERSOENEL, Awards.)

nﬂ_ﬁ
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3. Prepere labels for the new file folders you will need. Bome subjects
need only a primary folder with no secondary. Some will be so
large as to need a secondary and perhaps even a tertiary bwreakdown.

b. Work on only one Primary Subject at a time. Rewiew the contents of
each folder. Is the paper cuvrent? Is it related? Is a cross
reference needed?

5. Put the cwrrent materisl into the yproper new folders. Transfer non-
current records beck tc the old inactive file. Destray all
unneeded duplicates.

6. Continue this review and refining action as guickly as possible in
each subject category until you have yeworked your entire file.

T hkeuh&u&s&;mtshmmfikmmacmmm
front of yomr drvaver.

A good Cross Index is necessary to insure the consistent classification
and f£iling of your Office records. Such an Index is mandatoxy during
ebsences and when more than one person works with the files. By

a few entries, cmmningthosemmrds'miquetomotﬁce,tothe
Indexinthehackortheﬂuﬁaforsmaectﬁlmgitmymusmeas
a Cross Index for your Office files.

FHASE THRCE---TMFROVIEG
PROBLEM TO LOOK FOR POSSTRLE SOLUTION

1. Insufficient guides 1. Hake guide cards for every yrivary
and the larger secondary subjects

Flles average a guide per 6 to 10
folders. Sometimes a few less

guides depending on use of file and

good common sense.

2. DBroken tabs 2. Replace guides and folders huving
bent, broken, or difficult to read
titles.

3. itissing or poor or too 3. lhhedmmlabelsui%hhrge‘ yrint.
small a label ca drawer Iabel every draver end every folder
or folder. vniformly. Security can be preserved

and still have a good, helpful drawey
label.

h. L1ty

me ed folders with L,
o one or no pa in
them, pex

Hover keep empty folders in a file.
Use genersl or miseellanecus folder

for one-time items. (reate pew file
folder after accumulating 7 to 10

ltems on same subject.

a2
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PROBLEM TO LOOK FOR

5.

6.

T

8.

10.

Loose papexrs with no

ADMINISTROTIVE ~ INTEREAL USE OMLY
Approved For Release 2002/08/26 : CIA-RDP74-00005R000200010001-1
POSSIRIE SOLUFION

5.

foldexr behind guides.

Bulky folders sagging 6.

low in dvawver.

Poor distrivution of
folders.

Ko flexibility for

Variety of indexing
rules in sams file.

Poor Index

T

8.

9.

23

Alvays use folders for efficlency
and security. Loose papers slide
under other folders, get damaged

and disorganiszed. Avoid variety

of folders and label stylea.

Fut large groups in two or more
folders. Break f£iles anmally for
better control and eagsier bandling.
Elinimate duplicates.

Don't crowd file drawers. Xeave
room for operation and expansion.

Change your old file system if your
records of today meke it obsolete.
Use yowr Records Control Schedule
%o purge your files of inactive
records for retirensnt to Reecords

.Centor and obsolate materinl for

destruction.

Be consistent. Keep arrangement
uniform throughout for fast filing .
and recovery of papers. Date flles.

Alwvays make an index of subjects
for your file. Xeep it in froat
of drawer. Mske it consistent with
folder titles. Arrange and cross-
index it in keeping with office
needs and %o cope with the style
£iling requests you receive.
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